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Job Title: Secretary (OA) 

Department:  Department of Agriculture 

Agency:  Farm Service Agency 

Job Announcement Number:  UK421026-KS-DR 

Salary Range: $38,790.00 - $55,844.00 /year 

Series & Grade: GS-0318-07/08 

Promotion Potential: 08 

Open Period: Tuesday, December 28, 2010 to Tuesday, December 28, 2010 to Tuesday, December 28, 2010 to Monday, January 10, 2011Monday, January 10, 2011Monday, January 10, 2011 

Position Information: Full Time Career/Career Conditional 

Duty Locations: 1 vacancy - Manhattan, KS 

Key Requirements:  

You must be a US Citizen or National to apply 

Required to pass a background investigation and fingerprint check 

Registered for Selective Service, if applicable 

Meet education and/or experience requirements. Type 40 words per minute 

Complete Occupational Questionnaire and submit resume/supporting documents 

Major Duties: 

 This position is assigned to the FSA Kansas State Office, Office of the State Ex-

ecutive Director located in Manhattan, Riley County, KS 

 The selectee: 

Serves as secretary and personal assistant to the State Executive Director (SED), 

with responsibility for performing nad coordinating a variety of administrative and 

clerical support functions necessary fo the effective operation of the SED’s immedi-

ate office and the State FSA Office (STO) 

Serves as confidential assistant to the SED on matters of a sensitive nature as well 

as secretary to the State FSA Committee (STC) and the State Emergency Board 

Requires the skills of a qualified typist is required to perform word processing and 

other office automation duties. 

All qualification requirements must be met by Monday, January 10, 2011 

Contact Information: 

DIANE M. RITCHIE 

Phone: (816)926-6185 

Fax: (478)757-3144 

TDD: (800)735-2966 

Email: DIANE.RITCHIE@KCC.USDA.GOV 

Agency Information: 

Farm Service Agency 

Beacon Facility - Mail Stop 8398 

PO Box 419205 

Kansas City, MO 64141-6205 

Fax: (478)757-3144 

http://www.usajobs.gov/


 

Job Title: Program Technician (CO) 

Department:  Department of Agriculture 

Agency:  Farm Service Agency 

Job Announcement Number:  KS100109 

Salary Range: $24,933.00 - $50,431.00 /year 

Series & Grade: CO-1101-03/07 

Promotion Potential: 07 

Open Period: Wednesday, December 29, 2010 to Wednesday, December 29, 2010 to Wednesday, December 29, 2010 to Friday, January 14, 2011Friday, January 14, 2011Friday, January 14, 2011 

Position Information: Full Time Permanent 

Duty Locations: 1 vacancy - Oberlin, KS 

Key Requirements:  

U.S. Citizenship 

Application/resume and supplemental KSA statements 

Registered for Selective Service, if applicable 

Background and/or Security Investigation required 

Major Duties: 

 Responsible for carrying out office activities and functions pertaining to the techni-

cal assistance and program support related to FSA programs at the field office level. 

Utilizes various types of computer systems to maintain producer data and process 

automated program forms and processes. Uses a high degree of initiative and judg-

ment in planning and carrying out assigned tasks and resolving problems encoun-

tered. 

Qualifications: 

 All candidates must be U.S. Citizens, high school graduates or equivalent, and at 

least 18 years of age or 17 years for high school graduates. 

Ability to communicate orally 

Ability to communicate in writing 

Ability to identify and resolve problems 

Knowledge of FSA Farm Programs, practices and customs 

Skill in using computers 

Contact Information:       Agency Information: 

Diane Barrett         USDA/Farm Service Agency 

Phone: 785-475-3131       410 S Buffalo 

Fax: 785-475-3886        P.O. Box 147 

Email: diane.barett@ks.usda.gov      Oberlin, KS 677949-0147 

          Fax: 785-475-3886 

http://www.usajobs.gov/

